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1. Requesting Agency 2. Division or Bureau of Requesting Agency
@ “RYLAID HOUSE OF CORRNCTION TEssups B
3. Authorization Requested (Chack only one of the squares below). - <
A C

Dispose of present accumulation. No

additional
pated. Records have ceased to have value
to warrant retention.

Establish retention schedule for re-
cords for which there is a continuing
accumulation, The records will cease to
have value to warrant their retention ofter N\,
the period of time indicated. B

Microfilm

accumulation is ontici-

and destroy originals.

Originals if not microfilmed would be
retained for the period of time indicated.

4,
ltem

No.

- 5. Description of Records
Describe records occurotely Include title, form number, size of documents,
work or activity to which the records relcte inclusive dotes and quonhty
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

A

2e

DAILY POPULATION

Fora No.t 656

Size: 8§" x 4"

Feriod Covered: 1946 =

Quantity: 6 linear inches

File Arrangerenti chronological
Anmmal Accwmilations less than ¥ inch
Disposable Amount: 2 linear inches

Shows the dal’y prisoner ceansus of the uﬁtitutibn.

odates one months' entries; information is used for budget analysis
and anual report. statisticae.

RETAIN FOR THOER YRARS AND THEN DESTROY,
RETURN OF PRISOMERS

RECO:GIMD ATION: |

Sige: 73" x 11v

Periods. 1951 ~ ' -

Quantity: 9 linear inches
File Arrangement: chronological
Anmual Accumulations c} linear inches

A detalled report showing distribut.ion of prisoners throughout the
inst.itution; names of prisonars received and dischargoed also given,

RFGQ SENDATION: RETALY ?OR THRES YRARS AND THEN DESTROY.

”-

Each card accom+

Z
4},,,.,_,4, Aute f

2 ,__,__,,_;.,o pltt of

7. Agency, Division or Bureau Representative

%

\f/;;> 55

Date

/ Xgnoture
-~

Schedule Authorized as indicated in Col. 6 by Hall of

. Records Commission. ,

Mmuu/

Dote Archivist

Disposal Authorized as Indicated in Col. 6 by Board of

Public Works.

- — e e -

e el

e |
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes and quantity
(cublc or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
ond Board of Public
Works.

13.

B

DALLY RKPORT OF PRISONERS EMPLOYED

Size: 8" x 14%

Pariod Covered: July 1080 = —
Guantity: 9 cubic feet

File Arrangements chronological
Annual Accumilation: 2 cublec feet
Disposable Amountt 2 cuble feet
Audited: by State

Roport submitted dally by each department employing prison labors
thming pumber of prisoners assigned to the department, number late
or absent and lists by name those prisoners who are absent from the
Job and the rozson for the sbsencej usad by the Accounting Depart-
ont to charge the cost of labor and production to the proper account

RECOICENDATIONS RETAIN FOR THEESR YEARS OR UNTIL -AUDITED, WHICREVER
IS LATER, AND THEN DESTROY.

TDE RECHD - {PRISONER PAYROLL)

Size: 9" x 13" _

Pericd Covered: 1937 = —

Quantity: 15 cubic feet -

Flle Arrangement: alphabetical by work groupa
Annual. Accumulationt 1 cubic foot _
Disposable Amountt 10 cuble fest .

Audited: by State

brieoner's daily work record, from it industrial good time is enter-
pd on tho Inmates ledger Card. Also showm is department where em=
Ployed, the total monthly pay and monthly industrial good time,

RECGSENDATION: RETAIN FOR THREE YEARS (R UNTIL AUDIT_ID, WI!ICHEVEE
IS LATER, AND THEN DESTROY,

Eﬂs’ ATES_LEDGER CARD

Sige: 83" x 11" .

Period: 1949 ,
- Quantity: 14 cublc feet e

File Arrangement: alphabetical by yoar i

Annual Aecummlation: 3 cubic feet -

Audited by: State

.RBCOE!EIQATIOHS EETAIN FOR 20 YEARS AFTER THE PRISOMER HAS BEEN DIS-
CHARGED OR PAROLE OBLIGATIONS HAVE BEEH UET AND THEN
DESTROY ¢

//“C

A comploate record of the inmates finances is maintained on n thege caxdg,

Hlest
Approestt Flatlsf

p
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes and quonhty
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

Vg

’

L

®

SENTENCE CARD

Tgolt (ogf'”
- Sigoet 6" x 9v )/5 . .
Perlod Covered: 1937 - éi
Quantity: 39 cubic fect
File Arrangementt alphabetical
Annual Accumulationt 1 drawer

Ledger card showing total time of eentence, any deductions or addie
tions to the sentence and total time served. lonthly entries chow
deductions for good behavior and industrial good time, This infor-
mation is posted from the Prisoner*s Time Record (Item ¢).

RECOSENDATION: RETAIN FOR 2.0 YISAP»J AFTER DISCHARGE OR PAROLE CBLI- :
GATI(RIS ;’L MET AKD THEN DESTROY.

PRISONER'S GOLFJSISSAHI ORDERS

Size: B x 11¢

Period Covered: 1950 ~

Quantity: 64 cublie feet

Flle Arrangement: Cell tier then alphabetically
Annual Accuzulation: 16 cubic feed .
Disposable Amountt: 16 cublc feet

Andited by: State

Prisoners nay make purchases from the Institution's Comissary on
t,his prenuzberod formj used to post to inmates ledger card (Item 5)e

RECQ&M{DAHOM RETAIR FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
I3 LATER, AND THSH DESTROY.

ACCOUMNTING RECORDS

This item insludes all standard ascounting forms used by all

State agencies as supporting data to the final book of entry. The
final book of entry is ¢o be ret.ai.ned pernsnently. Specifically,
these ares oL

Comptroller of the Treasury : 15 _ :
Form .‘Ho.. ‘ . : ‘ {30 AR i "‘ (ERE] |
' [E-1-s Diotribution of Charge \JW
E-1 & B~3  Transmittal : YT
DDl - -- . Certificate of Deposit and Bank Deposit Slip ‘
Re=2 -Konthly Report of State Funds Collected and Deposited

Distribution of Unexpended and Obligated Balances

Lot /&»ée/

d.//dé/

.................
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
{cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

Purchasing Bureau {Departuent of Budget and Procurement)

1-A Requisition for Supplies
47-A Purchase Order - . ‘
100-16 Out-of-Schedule Requisition for Supplies
394 & 404 Stores Requisition -
Cr-2 Copfr of Contract Awarded
CF-1 Capital Fund Requisition for Equipment
100/24 Actual Ezergency and Repairs Report
27-4 Copy of Contract Awerded :
CP-3 Copy of Contract Awarded

Copy of Contract Awarded {Capital Funds)

Delivery Invoice
26-A. Hotice of Award of Contract
52 Credit Yemorandun
81 Report of Partial Delivery

Budget Burceu (Department of Budget and Procurement)

BBl (Rev.) Formerly BBl & BB2
BP Inv, R-101 Report of fixed Assets {annual) .
BP Inv. R=102 ‘Report of Hateriels and Supplies {annual)
BP Inv, 6 Materials and Supplies Physical Inventory {amnual)
BB 40 Regquest for Position Actlion

Budget. Forsa No.'s 1 through 11 ~ Budget Estimates Fiscal Year (13
pages including farm statament)

Bank Deposit Slips _ ~ NETS AR
Benk Statenents

Bank Deposit Receipts

Cancelled Checks

Cancelled ¥ithdrawal checks-pricsoner funds

;tabe Use Industries

Invitation to Bid
Sales Involces
Award of Contract
Shipping Ticket
Delivery Ticket

PP 1A Power Plant Utility Report {monthly)

Farm Report {annual)

Farm Report {monthly

Food Report (monthly
BP Inve 1  Stores Record
BP Inve 2 Equipment Record
BP Inv. 3 ¥otor Vehicle Record

Monthly 3Statement of Balances .

Hemorandum of Adjustment

Others . .
. ' RO Ly ‘\C;:\ N

Vendor's Involices : LIS =29

IR

Wrarsal




L

4
'

. réim: HR-RM 1A {5 T, / -
o (9-1-33) ¢ &x, 3T FOR RECORDS RETENTION o... LE
JHoall of Records 3
“ Commission ’

o~

(Continuation Sheet) .

SCHEDULE 4§ 119
scmeons 432

PAGE
NO. B,

4.

@

(o]

5. Description of Records :
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relcte inclusive dotes, and quantity
{cubic or linear feet). Show recommended retention period.

of Hall of Records
Works.

6. Recommendation

and Board of Public

9.

.| Cash Recedpt

Involoce

RﬂCOLﬁ!KHDA‘fION! RETAIN PR THREE IEARS on UNTIL AUDITED, WHICHEVER
Is LAT‘::.R, AD THEN DESTROY,

- | RECORDS RLT&HTI(BJ SCHEDULE

ACCOUNTIEC RECORDS FOR WHICH DI.‘:PO.)AL HAS BEFH PROVIDED BY A GENERAL

. {Schedule Ho.3, Item 3, approved by the Board of Public iborks,

PAYROLL ~{Prior to July 1, 1953) The agency copy of this payroll
form is to be retained for five ysars or until auvdited whichever 1is
later, and then destroyed.{General Scheduls Ho. G~l, Item l~d, ap=-
proved by the Board of Public Vorks, January 11, 195%).

PAYROLL JOURNAL - The agency copy is to be retained for three ycars
or until audited, whichever is lester and then destroyed. (General
3chedule Hoe G=2, Item l-d, approved by the Board of Public Works,
January 11, 1954)s ’ »

be retained for thrse ysars or until audited, vhichever is later,
and then destroyed {General Schedule Ho. 2, Iten 3-b, approved by
the Board of Public Works, January 11, 1954.

PAY WARRAKTS - The agency copy is to be retained for three years or
until audited, whichever 1s later, and then destroyed. (General

m 10. 19&).

RECEIVING WARRANTS - The agency copy is tobe retained for thres
yoars or until auditsd, whichever is later, and then destroyed. (Gen:H

Hay 10, 1954).

TRANSUITTAL PORM E-1 or E-} (Comptroller of the Treasury Form) is to
be retalned for thres;yoars or until audited, whichever is later and
then destroyed. {General Schedule Ko, 5, Item 3, approved by the
Board of Public ’f‘iorks, Kay 10, 1954:). :

PAYROLL EXCEPTIONS: Additions and Exceptions - The agency copy is to|

erzl Schedule No, G-4, Item 3, approved by the Board of Public Worksy

Eer-alar

W’ /M/




